WRITING GUIDELINES CHECKLIST

· Do pay attention to detail. Your correspondence should be neat with correct spelling, grammar usage, and punctuation. 

· Do organize your material to present a clear message. 

· Do be precise. Use words with exact meanings. 

· Do use humor, if it's appropriate, and especially if the subject is dull ... it will help to keep the reader's attention. 

· Don't be verbose. Read any legal document for examples of this! 

· Don't try to impress the reader with big complex words. Just clearly state your message.

